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Creating the query requires some planning and foresight. To start, you must decide what criteria you want the patrons to meet. If you
are looking for very specific patrons, you must know what makes them unique from the rest. You may also narrow down your search
by removing certain data from a returned query. See the online help page: http://theatremanagerhelp.com/theatre-manager-
help/mail-lists-complex-query-criteria for information on complex criteria.

To create a Query, you would perform the following steps:

1. Open the Mail List - List window.
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& critieria (1. VIP list ) web enabled [ restricted access
w

2. Click the New Mew button. The Mail List Criteria (inserting) window opens.

1 © 2012, Arts Management Systems



Arts Management Systems

@ustom Trainer

Creating a Mail List http://www.artsman.com
] Mail List Criteria for {Company 1} (inserting) | = |ﬂ”jg|
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Help e Saue Duplicate e Cancel Frint... Spell 2t Salicitar
& mail list used as a collection of Patren records that have similar characteristics, You can add pe=ople to a list Ily, they can add t} | wia the

web module, or automatically during ticket sales, import or by running a query against the database,

Mail List # I Cutlet | Company 1 ']
Mail List Name iMe.iI List Name # in List IU i

Select [Patron who matches criteria ']

[7] Active

Description |Criteri.a Groups |“"hos in |Access Restrictions |Execution Log

External List [] Allow Patron to subscribe/unsubscribe via the internet
VIP List [[] Alert Employee if patron is on mail list

Description |describe the purpose or usage of this mail list... -

umM

3. Enter the following information:
e  Mail List Name - enter a short name for the Mail List.
e  Select — from the drop down list, the names to be included on the list.
e In the Description tab
e  Select the appropriate flags — External, VIP
e  Description - enter a detailed description for the Mail List.

4. Click the Save === button.
You can now enter the Criteria.

5. Click the Criteria Groups ‘Criteri.a G T,

Description | Criteria Groups ‘W’hos in |Access Restrictions | Execution Log

4 | 1 | r

sy Create Group... |— Delete Group £ Edit Group 4 Execute @ Verify

|-~'r Create Group...

Click the Create Group button and choose To Add Patrons To The Mail List.

The Mail List Data Selection window opens. To search for data, you must select a file for the primary source of information for the mail
list. Theatre Manager will include information in related parent files.
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~.  Patron Data is the PARENT for most data stored in Theatre Manager. When defining criteria, if you select any file as
\'“p‘/l the main file, you can also set criteria for the patron record.

However, the converse is NOT true. Selecting the patron file as the Merge File, it does not include the child
Informatfon - such as donor information.

"] Mail List [ 7 |[eE3m]

Mail List

LA
'ﬂ"é)l Tao Search For Data, you must select a file 25 the primary source of information for the mail list. Theatre Manager
= will include information in other related parent files.

Mote that patron data is the parent for most other files., In other words, if you select any file as the main file, you
can also set criteria for the patron record.

However, the canverse is not true, For example, selecting the patron file 25 the merge file dees not include the
child infermation such as doner information.

Search 63 IEPatmn Address Link 'l records to find Patrons

0 cancal ) | e

6. Select a file that contains the data you are searching for. As the example list is searching for patrons who have made
donations; the file to use would be "Patron Address Link".

7. Click the Next [ "J et button. The Parameter window opens.

| Parameters {Company 1} EIE&:I
| » a1 7. 3= 5= &) == b 4 . '-'D -
</ - = | | Ml | | | | . . > > e
Help LastUsed Saved Save Save As Mew Having Test
@ Add ) Remove

Search
Search Criteria Exclude Records Household Options
Use New, Edit, Delete, and Clear on the toolbar above [T Dont Mail-Theatre Requested AT P aE
to help construct criteria to search the database. ,_" A 3 = i

"I Don't Mail-Patron Requested () Primary Patrons Only
For more complex criteria, parenthesis can be added to DDD Mot Telemarket ) Non-Primary Patrons Only
the criteria, with the Group znd UnGroup buttans, ta A B
force evaluation precedence rules, DDD Mot Email

[[1 Do Mot Trade

[T Do Not Salicit-Mail

[7] Do Not Salicit-Phane

%
] T b
&) Previous [ @ cancel [ §d Done
. B

8. Click the New HMew button. The Add/Edit Parameter window opens.

The list contains all the possible searchable fields available in your selected file. The selections on the top left side of the window (and,
or, not) are used for searching multiple fields when more than one line of criteria is added within the same file
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(=[O Jwsl

Select a Field

Select a Condition

”is greater than or equal to VI m |

o

@ AND Level[FrequentIy Used ']
:.OR Filter | part of field name
O NOT

@ Donation Campaigns -

Campaign #
Donation Data For A Patron V

Donatinn 2

Donation Amount-Actual

Donation Amount-Fledge
Donation Date
Donation Source
Donation Year-Fiscal
Donation Year-Program
Donation Giving Level - Deta
Donation Giving Level - Heac
Orders
Patron Data
Patron #
Patron Name-Combined 5S¢
Patron Name-Last
Patron Marketing Data
Flay Information
Employee/User Information

The amount of Denation for which a receipt can be issued
Find records where the value of 'actual ameunt' is greater than or equal te 100,00,

Mote: this field is numeric.

[* Add/Continue | [ (J Cancel |[ = gavej

Select a field, condition and parameters for the search criteria
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9. Select the field to search. In this example "Patron Addresses>>Address Line 1", will be the selected search field criteria.

Select a condition, in this example "is not empty". The condition displayed above will find any patron has an entry in the street address
section of the Patron Record.

-\.
© Save |

10. Click Save ' .

The Parameter window returns and the entered criteria will appear in the list.

11. Under Exclude Records, enable the "Don't Mail-Theatre Requested” and the "Don't Mail-Patron Requested” flags, and click the

i Done
Done button_
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| Parameters {Company 1} =R
» - = L - = e b 4
) @ & @ & T 2 T Y w2
Help Default Last Used Saved Save Save Az Mlew Edit Remove Clear Having Print... C

@ Add ) Remove
Search |

Search Critenia Exclude Records Household Options
Use New, Edit, Delete, _and Clear on the toolbar sbove  [7]iDon't Mail-Theatre Requested @ All Patrons
to help construct criteria to search the database, 3 i

Don't Mail-Patron Requested Primary Patrons Only

For more complex criteria, parenthesis can be added to |:| Do Not Telemarket ® Non-Primary Patrons Only
the criteria, with the Group and UnGroup buttons, to A -
force evaluation precedence rules, [1 Do Not Email

[I Do Not Trade
[T Do Not Solicit-Mail
[C] Do Not Solicit-Phone

Address Line 1 is not empty -
and NOT (Marketing Flag-Dont Mail Theatre Requested? is Checked
or Marketing Flag-Dont Mail Patron Requested? is Checked)

< T '

@ Previous [ Cancel |[ §J Done |

Now the group and its criteria have been added to the main query. For this example, another group needs to be added to include the
patrons who have email addresses.

| Mail List Criteria for Patrons with Both Email and Street Address {Company 1} =R <
- > ] 3 a
@ T @ » @ U 2 Y E @&
Help Plaw Saue DOuplicate Fieuart Dielete Print. Spell Lahels Posztal Co Set Solicitor
A mail list used as a collection of Patren records that hawve similar characteristics. You can add people to a list Ily, they can add t} | wia the

web module, or automatically during ticket sales, import or by running a query against the database,

Mail List # [58 Oirtler | -]

Mail List Name IPatrons with Both Email and Street Address # in List ID

Select [Patron who matches criteria ']
Active

Description | Criteria Groups |Wllos in |Access Restrictions | Execution Log

ADD Patron Address Link -
Address Line 1 is not empty

and NOT (Marketing Flag- Dont Mail Theatre Requested? is Checked

or Marketing Flag-Dont Mail Patron Requested? is Checked)

4 m ] C
i Create Group... == Delete Group ¥/ Edit Group © Execute @ Verify
umM

“4* Create Group... button

12. Click the Create Group |
13. Choose To Add Patrons To The Mail List.

14. Choose a file containing the required data. This example requires the "Patron Contact Link" file.

-
15. Click the Next[ "J blead ]button.

B
16. Click the New Mew button in the Parameters window.
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In the Edit/Add Parameters window, leave the And @ AND button selected. The field for this example would be "Patron Contact

Data>>Contact Data (eg Phone/email/website)" while the condition would be "contains" and parameter would be "@" (to search for an
email address).

| Edit Report Parameters { Company 1}

[E=5 Eon X

Select a Field Select a Condition
© AND Level (Al

||contain5 vl E@ I
- OR Filter | part of field name

~ NOT . Contents fo the centact, This is where the phone number, e-mail address or
Household Information “ ||website for the record is stored.
- Patron Contact Data

- Finds records that have @ anywhere in 'phone/email ‘website',
Contact Data (Eg Phone,"EI

For example, searching for a phone/email/website containing Beth will find Beth
#+Contact Date Entered and ElizaBeth
Contact Date Updated
- D. |Mote: character comparisons are case sensitive and sort order is 0-3,A-Z and
Contact Description |

Contact Household #
Contact Info #
Contact Type
#-Patron Contact Link
Contact Info Location
- Patron Data
= Patron Marketing Data

Select a field, condition and parameters for the search criteria

[*# Add/Continue| [ (J Cancel [ = Save |

Click the Save |\_,—5ave/| button.

|| Parameters {Company 1}

(oo wm
| - -

& (] s | @ [ e X 3 L
=4 ¢ 2 @ d U 2 T ¢ 2 @8 ¢
Help I LastUsed Saved Save Save As Mew Edit Having Test

@ Add 0 Remove

Search

Search Criteria Household Options
Use New, Edit, Delete, and Clear on the toolbar above [T Dont Mail-Theatre Requested @ARESiTans
to help construct criteria to search the database. i =

[7] Don't Mail-Patron Requested ) Primary Patrons Only
For more complex criteria, parenthesis can be added to D Do Not Telemarket

(&) Non-Primary Patrons Onl
the criteria, with the Group znd UnGroup buttans, ta A o 4
force evaluation precedence rules, DDD Mot Email

[ Do Mot Trade

[7] Do Not Solicit-Mail

[Z] Do Not Solicit-Phone
Contact Data (Eg Phone/Email/Website) contains @

Exclude Records

4

@) Previous

@ Cancel r:;“ﬁrnzj

You are returned to the Parameters window.
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. g Done
Click the Done button.
| Mail List Criteria for Patrons with Both Email and Street Address {Company 1} =N E=h ==
v C =) - a
@ Y d» T 2 » 9
Help Mew Save Duplicate  Fiewert Dielete Print... Spell alicite

& mail list used as a collection of Patren records that hawve similar characteristics. You can add people to a list manually, they can add themselves via the
web module, or automatically during ticket sales, import or by running a query against the database,

Mail List # [58 Outlet [Company 1 -]

Mail List Name |Patmns with Both Email and Street Address # in List |0 i

Select [Patron who matches criteria ']

Active

Description | Criteria Groups |Wlms in |Access Restrictions | Execution Log

ADD Patron Address Link -
Address Line 1 is not empty

and NOT (Marketing Flag- Dont Mail Theatre Requested? is Checked

or Marketing Flag-Dont Mail Patron Requested? is Checked)

ADD Patron Contact Link
Contact Data (Eg Phone/Email /Website) contains @

m ] b

== Delete Group ~ Edit Group @ Execute @ Vverify

umM

Both of the Search Criteria are added to the query. The group criteria says add any patron who has volunteered their time as well as
any patron who has made a donation to the list. Now, all the criteria have been added to satisfy the description, the database can be
searched.

' Execute

17. Click the Execute | button to begin the Query.

The patrons satisfying the first criteria will be found and added to the list. Once complete, the second criteria will be performed and
any patrons matching the second criteria will be added. Any patron matching both criteria will only be displayed once. The Mail List will

. Whos in . . o . .
default to the Who's In ———— tab displaying all patrons who match the criteria and are in the list.
"1 Mail List Criteria for Patrons with Both Email and Street Address {Company 1} == e
| d— i a
@ ¥ d » € 8 v EHe $
Help Mew Save Dwplicate = Delete Frint. Spell Labels Fostal Co. Set Solicitor

A mail listused as a collection of Patron records that have similar characteristics. You can add people to a list manually, they can add themselves via the
web module, ar autamatically during ticket sales, impart or by running a query against the darabase.

Mail List # [58 Outlet[Company 1 =]

Mail List Name |Patrons with Both Email and Street Address # in List |74

Select [Patrcm who matches criteria ']
Active

Description |Criteri.a Groups | Whos in |Access Restrictions |[Execution Log

Ic... Type Paf.r"or:t #? First Name Last Name Company Source Primary Phone Primary Fax Pr

& lindividual ! 2iGeoff {Smyth {Raddison School Mail List Build (403) 286-4589 | -

- 3iGwenyth [Ackerman {Suter Systems Inc. |Mail List Build (403) 289-7654 | |

- 5iPerry iWaterbury {Lawn Mower Doctor Mail List Build (403) 237-3454 |

- 7iMerle LAtom {University of Calg... Mail List Build (403) 246-6719 !

- 8iCandice ilLeyton Mail List Build (403) 233-1212

- 9:Margret :Lane iMicro Systems Inc . Mail List Build (403) 246-9563 :

- 10iEllen iBregger {CKUL (COOL) Radio {Mail List Build (402) 265-9457 |

- 11 iKaia {Rudlunde {Worldwide Oils Mail List Build (403) 245-0477 |

- 12iJane {Lues {The Lettuce & the... |Mail List Build (403) 245-4077 | =
3 13 iTarramen iDAhine H RA~il §icr DuaildA fAN2Y 2 0A ADTA H

“ r

& primary 2 limited profile employee = deceased BLUE you owe patron RED patron owes you %% scheduled

address /phone/email change

[ # New |[ 5 open |[ = Delete |[ %= Export | All Patrons E“ g

10f74
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